Site Owner

User manual Fermlpomt

This user manual covers the core procedures those with owner

permissions can perform in Fermipoint- a Fermilab-based

content management solution that utilizes the SharePoint 2013

platform. The procedures found in this manual come from 9/1/2 O 14
Microsoft help documentation and are customized, where

applicable, for the Fermipoint environment.
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1.0 Understanding Permissions

1.1 Owner Role

Owners have the highest permission level and are primarily responsible for managing the security
settings for their site. This responsibility includes granting or restricting access to a site, adding
additional sub sites, and managing security settings for all site content and assigning any unique
permissions that may be required. Content that owners can manage permissions for includes:

Sites ’ Lists ‘ Libraries ‘ Folders ‘ Items ‘ Documents Pages

Owners can grant permission to a site, library, folder etc. by assigning permission levels to an Individual,
Group or Active Directory Group.

The following table shows the default permissions groups and their assigned permission levels.

GROUP NAME PERMISSION LEVEL) USE THIS GROUP FOR PEOPLE WHO
Approvers Approve Approve documents, pages, and list items.
Owners Full Control Manage site permissions, settings, and appearance.
Members Contribute or Edit Edit site content.
Visitors Read View site content, but not edit it.

Designers Design View, add, update, delete, approve, and customize the site.
Hierarchy Managers Manage Hierarchy Create sites and edit pages, list items, and documents.
Restricted Readers Restricted Read View pages and documents but not versions or permissions.
Style Resource Readers Restricted Read Need only Limited Access to the Style Library and Master Page Gallery.
Viewers View Only Need to see content but not edit or download it.

Quick Deploy Users Contribute Schedule Quick Deploy jobs.

NOTE: To learn more about permissions, please see the following articles:
Edit permissions for a list, library, or individual item:

http://office.microsoft.com/en-us/sharepoint-server-help/edit-permissions-for-a-list-library-or-
individual-item-HA102833689.aspx?CTT=5&origin=HA102771919

Introduction: Control user access with permissions:


http://office.microsoft.com/en-us/sharepoint-server-help/redir/HA102833689.aspx?CTT=5&origin=HA102771919
http://office.microsoft.com/en-us/sharepoint-server-help/edit-permissions-for-a-list-library-or-individual-item-HA102833689.aspx?CTT=5&origin=HA102771919
http://office.microsoft.com/en-us/sharepoint-server-help/edit-permissions-for-a-list-library-or-individual-item-HA102833689.aspx?CTT=5&origin=HA102771919

http://office.microsoft.com/en-us/sharepoint-server-help/introduction-control-user-access-with-
permissions-HA102771919.aspx?CTT=1

Default SharePoint groups ...:

http://office.microsoft.com/en-us/sharepoint-server-help/default-sharepoint-groups-in-sharepoint-
server-HA102772365.aspx?CTT=5&origin=HA102833689

Manage membership of SharePoint groups.

http://office.microsoft.com/en-us/sharepoint-server-help/create-and-manage-sharepoint-groups-
HA102772372.aspx?CTT=5&origin=HA102833689

Understanding permissions in SharePoint

http://office.microsoft.com/en-us/sharepoint-server-help/video-understanding-permissions-in-
sharepoint-VA104058166.aspx?CTT=5&o0rigin=HA102772778

Plan your permissions strategy:

http://office.microsoft.com/en-us/sharepoint-server-help/plan-your-permissions-strategy-
HA102772371.aspx?CTT=1

1.2 Grant permissions to a user or group

Owners can add users to a permissions group at any time.

Active Directory Groups

In some cases, you might want to add an Active Directory group to grant access to a library or list for all
the people in that group. Any groups established in the Active Directory can also be added to a
permissions group.

For example, an owner can add the (Role) DomainUsers group, an Active Directory group at Fermilab
that contains all users at the lab that have a Services account, to the Visitors group for their site. All
members of the (Role) DomainUsers group would then inherit permissions from the Visitors group that
they were added to.

NOTE: You can submit a Service Desk request if you would like to set up an AD group for a department
or organization at Fermilab. This AD group will not require maintenance, since it is updated
automatically from human resources systems. If roles change or new users are added to the group,
these updates should be automatic.


http://office.microsoft.com/en-us/sharepoint-server-help/introduction-control-user-access-with-permissions-HA102771919.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/introduction-control-user-access-with-permissions-HA102771919.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/default-sharepoint-groups-in-sharepoint-server-HA102772365.aspx?CTT=5&origin=HA102833689
http://office.microsoft.com/en-us/sharepoint-server-help/default-sharepoint-groups-in-sharepoint-server-HA102772365.aspx?CTT=5&origin=HA102833689
http://office.microsoft.com/en-us/sharepoint-server-help/create-and-manage-sharepoint-groups-HA102772372.aspx?CTT=5&origin=HA102833689
http://office.microsoft.com/en-us/sharepoint-server-help/create-and-manage-sharepoint-groups-HA102772372.aspx?CTT=5&origin=HA102833689
http://office.microsoft.com/en-us/sharepoint-server-help/video-understanding-permissions-in-sharepoint-VA104058166.aspx?CTT=5&origin=HA102772778
http://office.microsoft.com/en-us/sharepoint-server-help/video-understanding-permissions-in-sharepoint-VA104058166.aspx?CTT=5&origin=HA102772778
http://office.microsoft.com/en-us/sharepoint-server-help/plan-your-permissions-strategy-HA102772371.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/plan-your-permissions-strategy-HA102772371.aspx?CTT=1

Grant permission to a site

Most sites have one or more site owners that can change the permissions settings for the sites that they
own. As a site owner, you can grant access to your site by managing permissions. Following is the
procedure to grant contribute access to your site.

1. On your website or team site, click Share.

Newsfeed SkyDrive  Sites kmylesw £ 2

€y SHARE ‘q:; Follow O
¢

By default, the Share dialog that appears displays the message Invite people to Edit. This invites
the users that you add to join the Members group.

Share 'Kim's Test Page' -
&8 Shared with [ kmyles-admin, [ fwang, and [ bsieloff-admin

Invite people to 'Edit’

Enter names, email addresses, or ‘Everyone’,

Include a personal message with this invitation (Optional).

SHOW OPTIONS

2. To choose a different group and permission level, click Show options and then choose a
different SharePoint group or permission level under Select a group or permission level.



Share 'Kim's Test Page' ®
&% Shared with [ kmyles-admin, [ fwang, and || bsieloff-admin

Invite people to 'Edit’

Enter names, email addresses, or 'Everyone',

Include a personal message with this invitation (Optional).

HIDE OPTIONS
Send an email invitation

Select a group or permission level

Kim Members [Edit] v
Excel Senvices Viewers [View Onl

e De O
Kim Owners [Full Control]
Kim Visitors [Read]

3. Inthe Enter names, email addresses, or Everyone box, enter the name or email address of the

user or group that you want to add. When the name appears in a confirmation box below your
entry, select the name to add to the text box.

4. If you want to add more names, repeat these steps.

5. (Optional) Enter a personalized message to send to the new users in Include a personal message
with this invitation...

6. Click Share.

Procedure to grant permissions to a list (or library):
In some cases, your site might contain content only meant for certain users or groups. For example, you

might create a new library for a special project, and want to ensure that only people who work on that
project can access the library.

To restrict access, you have to first break permissions inheritance, and then change the permissions for

the list or library on a uniquely defined permissions page. Navigate to the list you want to grant a user
access to.

1. Choose the List tab.
2. From the ribbon, select Shared With.

R & &

List  Shared Workflow
Settings With Settings

Settings




3. On the Shared With window, click Invite People.

Shared With

H bsieloff-admin

P

Vf‘:(

»

H kmyles-admin

INVITE PEOPLE  ADVANCED

kmyles

4. Inthe Share ‘List Name’ dialog box, enter the names of the people or groups that you want to give

access to.
e You can check Send an email invitation to include a personal message.

e You can specify the permission level that you want the new users to have.
Share 'Task list' X

88 Shared with [ kmyles-admin and [ bsieloff-admin

Invite people to 'Edit
They'll also get access to the 'Kim's Test Page' site and the sites that share
permissions with it.

Kimberly Myles

Include a personal message with this invitation (Optional).

|

5. After you add names, if you want to specify a permission level, click Show Options.
6. Select the permission level you want to use from the Select a group or permission level dropdown

menu.



Share 'Task list’
= &% Shared with [ kmyles-admin and [ bsieloff-admin

Invite people to 'Edit’

They'll also get access to the 'Kim's Test Page' site and the sites that share
permissions with it.

Kimberly Myles

Include a personal message with this invitation (Optional).

HIDE OPTIONS
Send an email invitation

Select a group or permission level

[Kim Members [Edit] [=]

Kim Owners [Full Control]
Kim Visitors [Read]

7. Click Share to save your settings and send your invite.
1.3 Remove users from a group

To restrict access to a list, remove the users or groups from the group that has permission to access the
list.

To remove users from a group for a site:

1. From the website or team site you want to restrict access to, select the gear icon and choose Site
Settings.

2. On the Site Settings page, under Users and Permissions, click People and Groups.

3. Onthe People and Groups page, in the Quick Launch, click the name of the group that you want to
remove users from.

4. Select the check boxes next to the users who you want to remove, click Actions, and click Remove
Users from Group.

The user is removed.
To remove users from a group for a list:

1. Open the list that you want to restrict access to.
2. Choose the List tab to open the list ribbon.

BROWSE TASKS LIST




3. Ontheribbon, click List Settings.

R & &

List ~ Shared Workflow
Settings With  Settings

Settings
4. On the Settings page, under the Permissions and Management area, click Permissions for this list.

Permissions and Management

a Delete this list

@ Save list as template

I 8 Permissions for this list I

a Warkflow Settings
8 Generate file plan report
@ Enterprise Metadata and Keywords Settings

@ Information management policy settings

5. Click on the name of the group you want to remove a user from.

6. From the page displaying the membership of that group, click Actions, and then click Remove Users
from Group to remove them.

SharePoint Support Services # EDIT LINKS

People and Groups » FermiPoint-|

New ~ Actions « Settings ~

Qfl ) E-Mail Users

Send an e-mail to selected users.

Call/Message Selected Users —_—
Call the selected users. ar Analyst

:

Remove Users from Group
Remove selected users from this SharePoint group.

SERVICES\kmyles-admin

ing Services

O O

The permissions page updates to show that the group or user no longer has permissions to the list.



1.4 Break permission inheritance

If you break permissions inheritance for a list or library and then define new permission settings, the list
(or library) becomes a parent for items in it. The items inherit the new permission settings (unless the
items have uniquely defined permissions.)

TIP: If you plan to break inheritance on your site, organize your content to limit the number of locations
that have uniquely defined permissions. Consider organizing your content by security level, from less
sensitive to most sensitive. You might place documents that are more sensitive on a separate sub site or
in a single library. This organizational structure is easier to maintain than managing many documents
that are located across many sites or libraries, each with unique permissions.

To break inheritance for a list or library and restrict access to it, follow these steps.

Navigate to the site that contains the list and open it.

Choose the List tab to open the list ribbon.

Click List Settings.

On the Settings page, under Permissions and Management, click Permissions for this list to open
the permissions page for the list. The permission page displays a status bar across the top that
indicates the list inherits permissions from its parent site, and then gives the name of the parent.
5. To break permissions inheritance from the parent, click Stop Inheriting Permissions. This
disconnects the list (or library) from the parent site.

PwNPE

FermiPoint

BROWSE PERMISSIORNS

& A Q
Manage Stop Inheriting Check
Paren Permissions Permissions

Inheritance Check

1.5 Delete unique permissions and restore inheritance

When you break permissions inheritance between a site, folder, list, library, list item, or document and
its parent site, you can restore inheritance at any time:

1. Open the list that you want to restore permissions inheritance for.

2. Onthe List tab, click List Settings. (In a document library, click the Library tab, and then click Library
Settings.)

3. On the Settings page, under Permissions and Management, click Permissions for this list. (In a
document library, click Permissions for this document library.)

4. Onthe Permissions tab (for a list or a library), click Delete unique permissions.



BROWSE PERMISSIONS

[ V=N af; Q
Delete unique Grant Edit User Remove User Check

permissions  Permissions Permissions Permissions  Permissions

Inheritance Grant Modify Check

5. From the message that appears, Click OK.

Message from webpage

You are about to inherit permissions from the parent Web site. Any
custom permissions will be lost.

[ ok |[ cance |

The status bar for the list now shows that “This list inherits permission from its parent.” The name of
the parent appears next to the updated status.

A This list inherits permissions from its parent. (Kim's Test Page)

Mame Tope Permission Levels
bsieloff-acdmin User Full Control
Excel Services Viewers SharePoint Group View Only

Kim Members SharePoint Group Edit

Kim Owners SharePoint Group Full Control
Kim Visitors SharePoint Group Read

NOTE: Custom permissions are lost when you complete this action.

1.6 Create a group

1. Navigate to the site you want to create a group for.

2. Select the gear icon and choose Site Settings.

3. On the Site Settings page, under Users and Permissions, click Site Permissions.

Users and Permissions
People and groups

Site permissions

Access requests and invitations
Site app permissions

4. On the Permissions tab, click Create Group.

BROWSE PERMISSIONS
® .\.‘ 7 &% Permission Levels
u'l' a8 ’Q L‘g Access Request Settings

Grant Create Edit User Remove User Check
Permissions Group Permissions Permissions Permissions

Grant Maodify Check Manage

10



5. Onthe Create Group page, in the Name and About me text boxes, type a name and description for
this group.

6. Inthe Group owner box, specify a single owner of this security group.

7. Inthe Group Settings section, specify who can view and edit the membership of this group.

8. Inthe Membership Requests section, select the settings that you want for requests to join or leave
the group. You can specify the email address to which requests should be sent.

9. In the Give Group Permissions to this Site section, choose a permission level for this group.

10. Click Create to create your group.

People and Groups » Create Group o

Hameand About Le Besctiption
Hame:

About Me:

s By OQrEE edl
AAB ZU EERSETEE AN
-
et
Grouparnar
e x
L& Settiys
e \Whocan iz the mem bership of the gioup?
® Group Mem bers ) Berone

\Wha can it the mem brship of the group?
® GroupOrnet ) Group Mem bers

Membeiship Porpysts o ;
Al racquests 1o join b2 this group?

Di¥es ® o
Aumo-acczpt ieeuests?
Vs B o

Gibe Goup Permsion o this Site %
Choosa the pem ksion kel gioup

i site: s 201 3z fil g /sandbar bim

[2] Dasign - Canview, ackl upchta dekete. appiove, and custom o2

[ Edt- Canacd. lists:can iz ackl,

[Z] Cortribute - Canview, ackl upchta. and deleta list itzm s and docum 2its.
[T Reac - Canview: pages and fist items and downkac docum =i

[ iz Onty - Canviens pages list ftems and b Document ty pas wi i bevizadinthe butnat
dhvnkacd,

1.7 Delete a group

On your Team Site or website, click Site Settings.

On the Site Settings page, under Users and Permissions, click People and Groups.

In the Quick Launch, click the name of the SharePoint group that you want to delete.
Click Group Settings.

At the bottom of the Change Group Settings page, click Delete.

In the confirmation window, click OK.

ounkwnNpeE

1.8 Assign a new permission level to a group

If you have customized a permission level or created a new permission level, you can assign it to groups
or users.

1. Onyour team site, click Site Settings.
2. On the Site Settings page, under Users and Permissions, click Site Permissions.

11



3. Select the check box next to the user or group that want to assign the new permission level to.

4. Onthe Permissions tab, click Edit User Permissions.

5. On the Edit Permissions page, select the check box next to the name of the new permission
level.
If you select multiple permission levels, the permission level assigned to the group is the union
of the individual permissions in the different levels. That is, if one level includes permissions (A,
B, C), and the other level includes permissions (C, D), the new level for the group includes
permissions (A, B, C, D).

2.0 Overview of apps
Please see the following article for an up-to-date overview of apps for SharePoint 2013:
http://technet.microsoft.com/en-us/library/fp161230.aspx

2.1 Add apps to sites

Site owners can add apps from the following sources to their sites:

e From the list of apps already available for a site (default apps, such as standard lists and
libraries, and apps that have been purchased already.)

e From the App Catalog

e From the SharePoint Store

To add an app from the list of available apps:

1. Onthe home page, from the quick launch menu, select Site Contents.
2. Click Add an App.

Site Contents

Lists, Libraries, and other Apps

Documents

Litem
‘ add an app Nl Modified 5 weeks aga

Site Assets
Litem
i Modified 4 weeks ago

3. From the ‘Your Apps’ list, click the app you want to add.

Site Pages

ditems

ala

12


http://technet.microsoft.com/en-us/library/fp161230.aspx

Site Contents + Your Apps
P

Notewarthy

BEEBE

AAAAAAAAAAA

@ =

NOTE: If it is a custom app, follow the instructions to ‘Trust the app.’

4. From the ‘Adding Tasks’ dialogue box that appears, add a name for your app and click Create.

Adding Tasks x
Pick a name Name:
You can add this app multiple times to your site, Give it a | Task “Sd I

unique name.

Advanced Options ‘ Create Cancel ‘

5. The app is added and appears in the Apps section of your Site Contents list.

Site Contents

Lists, Libraries, and other Apps & SITE WORKFLOWS

Documents Form Templates Jim Test Blog MicroFeed
% i ; Modied wecks ag0 Modfed S wecks sgo Modied 3wech Modfeds
Site Assets Site Pages Style Library \ Task list
xxxxxx 51 =
uf sk 1

3.0 Site Settings

Test discussion

nu\

EE

3.1 View site content
To view all of the content for your site:

1. Click on the Options button (gear icon) in the upper right corner of your site and select Site
Contents.

13



Administrator » Qé/

© Shared with...

Add a page

Add Site contents

Site contents

Design Manager

Site settings

categories:

e Lists, Libraries, and other Apps
e Subsites

Site Contents

Lists, Libraries, and other Apps

Documents Form Templates Jim Test Blag
Litem Ditems Litem
addivaps [ dificd s weeks ago Nl 1cdificd S weeks ago Modified 3 weeks ago
Site Assets Style Library Task lst
Litem 5items. =)
N 1 tccificd 4 weeks ago Modified 5 weeks ago v o
. Modified 5 hours ago

Subsites
Modified 2 weeks ago

Site Pages
ditems
Maodified § days ago

5
e

@ new subsite
B Jim simone Test 1

B new project site Modified 2 hours ago

3.2 Request a site
Open a Service desk ticket to request a top-level site.

Login to Service-Now: https://fermi.service-now.com/

@ SITE WORKFLOWS £ SETTINGS

2. The Site Contents page will appear. You can view site content, which is divided into two

MicroFeed
2items
Modified S weeks ago

Test discussion

4items
Modified 3 weeks aga

From the home page in the ‘Request Things’ area, select Get Help with Web &

Collaboration Sites.
3. Select SharePoint Site Request.
Fill out all required fields and click Submit.

3.3 Add a subsite
1. Click on the Site Settings gear icon in the upper right corner of your site.
2. From the menu that appears, select Site Contents.
3.

From the Site Contents page, under the ‘Subsites’ heading click new subsite.

14
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https://fermi.service-now.com/

® new subsite

This site does not have any subsites.

4. When the ‘New SharePoint Site’ page appears, enter required information and click Create to
create your site.

Site Contents » New SharePoint Site

Title and Description
Tite:

[New subsite
Description:
| New subsite Description...

Web Site Address
URL name:

httpsy/: v | subsite

Template Selection
Select a language:
[Engisn El
Select a template:
Collaboration | Enterprise Publishing Duet Enterprise
Team Site
slog
Project Site
Community Site

A placeto work together with s group of people

Permissions
User Permissions:

You can give permission to

® Use same parent site
© Use unique permissions

Navigation Inheritance
Use the top link bar from the parent site?

© Yes ® No

Creste Cancel

3.4 Delete a subsite
Important things to know about deleting a subsite:

e NOTE: you cannot restore a subsite from the recycle bin, if you accidentally delete a subsite that

you did not wish to delete, please open a Service Desk ticket and include the day and time that
the site was accidentally deleted.

To delete a subsite:

1. Navigate to the site that you want to delete.

Navigate to the Site Settings page. (Select the gear icon and choose Site Settings.)
3. From the Site Actions area, choose Delete this site.

™~

Site Actions

Manage site features

Save site as template

Enable search configuration export
Reset to site definition

Delate this site

15



4. You will receive a warning message, to continue with deletion click Delete and OK.
5. A Delete confirmation will appear, click GO BACK TO SITE.

3.5 Save a site as a template

NOTE: In SharePoint 2013, by default, you cannot save a Publishing site (or a site with the Publishing

feature activated) as a Site template.

The following “How to Save Publishing Site as Template in SharePoint 2013"” article provides a

workaround:

http://www.learningsharepoint.com/2013/05/03/missing-save-site-as-template-for-publishing-sites-in-

sharepoint-2013/

NOTE: You cannot create a subsite based on a site template that was created in SharePoint 2010. You
will need to recreate the site using templates in Fermipoint .

To save a site as a template:

1. Open a Team site that you want to save as template.
2. Navigate to Site Settings. (Select the gear icon and choose Site Settings.)
3. From the Site Actions area, select Save Site as template.

Site Settings

Users and Permissions
People and groups

Site permissions

Access requests and invitations
Site app permissions

Welb Designer Galleries
Site calumns

Site content types

Wweb parts

List templates

Master pages

Themes

Salutions

Look and Feel

Title, description and lago
Quick launch

Top link bar

Tree view

Change the look

Site Actions
Manage site features
Enable search configuration export

Reset to site definition
Delete this site

4. From the ‘Save as Template’ page that appears, fill out the required fields and click OK.

@ TIP: If you want to include content from the site you are saving as a template, check the

Include Content checkbox.

16
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Site Settings » Save as Template o

File Hame

Enter the name for this template file,

MName and Description

The name and description of this template will be displayed on the Web site template
picker page when users create new Web sites.

Include Content

Include content in your template if you want new Web sites created from this template to
include the contents of all lists and document libraries in this Web site, Some
customizations, such as custom warkflows, are present in the template anly if you choase
ta include content. Including content can increase the size of your template.

Caution: Item security is not maintained in a template, If you have private content in this
Web site, enabling this option is not recommended.

File name:

Template name:

Template description:

[Dinclude Content

An ‘Operation Completed successfully’ message will appear confirming that the template is now
available for use from the Solutions Gallery.

Team Site subsite - Operation Completed Successfully

The web site has successfully been saved to the solutions gallery. You can now create sites based on this solution

To manage sohutions in the gallery, o to the salution gallery,

To return to the sie administration page, chok OKK

NOTE: You can navigate to the solutions gallery to confirm that the custom template is added to
the library by clicking the settings gear, choosing Site Settings and from the Web Designer
Galleries area of the Site Settings page, click Solutions.

BRCAASE SOLUMONS LiBRARY
* 0 o

Ll
Upiops  Derle  Acwale Depciudle LDgraoe
foiton

O ses 77 rouow I

s Commards
Home Yiour resounte quata i 300 sener resources. Solutions cin consume resources and may be temporarily disabled if your resource uLage
Create Lists - your
Documents Current Usage (Today) [ :
Site Contents Average Usage (Last 14 days) [ 1
# EDIT LMS 0 mame Emt Woained Status Eesource Usage
0 CustomlemplateSite ==~ - 5 11/23/2012 109 PM Actvated 0,00

3.6 Create a site from a template

1.
2.

Navigate to the Site Contents page. (Select the gear icon and choose Site Contents.)
Under the Subsites area, select new subsite.
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Subsites
(® new subsite

3. From the New SharePoint Site form that appears, fill out all of the required fields and in the
‘Select a template’ area, choose the Custom tab and your new site template should appear in
this list. (Click to select it.)

4. When you are done making your changes, click Create.

Site Contents » New SharePoint Site

Titke and Description
Titke:

[ I

Dscription:

Web Sie Sokless
URL nam=:

https . sharepoim201 3 fralgo ‘sanclbos kim

Temphite Sekbxtion
Selacta tem phte:

Cofiavoration _ Enterprise | Custom |
_*_ — — NewSiteTest

Permisions .
Usar Perm Esiors:

W Use sam e peim 5SS as parsm sis
4 U= uniue paim Bsions

v ! Usesame
permissions as parentsite. oo

Hasation .
B  Diphy thissit= on the Quick Launchof the parent sit=?
& Yes @ Mo
" Disph; this sit=on tha top link bar of the parent sit=?
& Yes < Mo
Hasiation Inheritane

—
Us= the top link bar from the parentsit=?

5 Yes B Mo

3.7 Creating a Project site
There are a few small differences between Project sites and Team sites:
Project Sites

e  Project Functionality site features are activated by default.

e A Project Summary WebPart is added to the main page by default.
o A “Task” list is added by default.
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Team Sites

e A “Wiki” home page site feature is activated by default. (The “Project Functionality” feature is
not activated by default.)

e The Project Summary WebPart or any Timeline WebPart can be added to the site.

e Team sites have a “Team Task” list added by default.

To learn more about project sites versus team sites, see the following article:
http://www.learningsharepoint.com/2012/12/06/the-new-project-sites-in-sharepoint-
2013 /#ixzz20iDQFXVI

To create a Project site, you can use the out-of-box Projects template.

1. Navigate to Site Contents. (Select the gear icon and choose Site Contents.)

Under the Subsites’ area, select new subsite.

3. From the New SharePoint Site form that appears, fill out all required fields. Select Project Site
from the ‘Select a template” area.

™~

Site Contents + New SharePoint Site

Title and Description
Title:

Mew Project Site

Description:

Wb Site Address
URL name:

i P —

Template Sslection
Select 3 template:

Collaboration | Enterprize

Team Site
Blog

Project Site

Community Site

A site for managing and collaborating on a project. This site ternplate brings all
status, communication, and artifacts relevant to the project into one place.

Permissions

- . User Permissions:
You can give permission to

BO0ESE your new site to the same (®) Use same permissions 25 parent site
users who have access to this O Use unique permizsions

parent site, or you can give

permission to a unigue set of

NOTE: Once your new project site is created, you can start updating your Project Summary/ Timeline
WebPart, add content to your site’s NewsFeed and drag and drop documents into your Documents
WebPart

3.8 Restoring items from the Recycle bin
Site Owners can restore deleted content by performing the following:
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1. Select the gear icon and choose Site Contents.
2. From the upper left hand corner of the Site Content page, select the recycle bin.

Newsfeed SkyDrive Sites kmyles» £ 2

B

Q) SHARE yY Follow O,

‘ Search this site v« 0O ‘

@ SITE WORKFLOWS ¥ SETTINGS | & RECYCLE BIN (0)
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3. Check the box next to the item you want to restore and click Restore Selection. (List item, list,
library, page etc.)

Iew Project site » Recycle Bin o

& Restore Selection | X Delete Selection

Tipe Mame Qriginal Location Created By Deletedd Size

= site settings.IPG Jsandbox/kim/project/Shared kmyles 12/30/2013 11:29 AM 446 KB
Documents

3.9 Add a Content Type
Content types enable users to quickly create specialized kinds of content by using the New Item or New

Document command in a list or library. Content types provide site owners a way to make sure that
content is consistent across sites. Site owners can pre-configure specific details about the content when
they set up content types for a site, list, or library. To learn general information about the benefits of
content types, see:

Introduction to content types and content type publishing:

http://office.microsoft.com/en-us/sharepoint-server-help/introduction-to-content-types-and-content-
type-publishing-HA102773267.aspx?CTT=5&o0rigin=HA102773269

To create a site content type:

1. Select the Options button (gear icon) and then select Site Settings.

2. From the Web Designer Galleries area, choose Site content types.
The Gallery shows all the existing site content types, grouped in categories. The one that you
choose becomes the parent of your new content type. The new content type inherits the
attributes of its parent.
mir Note the name of the parent group, you will need it later.

3. Click Create to open the New Site Content Type page.

4. Inthe Name and Description section, type a name and a description for the new site content
type.

5. Inthe ‘Select parent content type’ from list, select the name of the group that the parent
content type belongs to.

6. Inthe Parent Content Type list, select the name of the parent content type that you want your
own content type to be based on.

7. Inthe Group section, choose whether to store this new site content type inside an existing
group or a new group.

8. Click OK to save your changes.

The Site Content Type Information page for your new content type appears. This page contains links to
other pages where you can further customize the new site content type.
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3.10 Associate a Word, Excel, or PowerPoint template with a content type
To make sure that documents are consistent, you can associate a Word, Excel, or PowerPoint template
with a content type.

To associate a template with a content type:
1. Go to the site you want to change a site content type for.
2. Select the Options button (gear icon) and then select Site Settings.
3. From the Web Designer Galleries area, choose Site content types.
4. Click the name of the content type that you want to change by associating a Word, Excel, or
PowerPoint template.

NOTE: If names of the content types are not hyperlinks, it means that this site inherits its site content
types from another site. To change the content type, you must navigate to that site.

5. Under Settings, click Advanced settings.

6. Enter the location of the template. If the template is stored on your site, click Enter the URL of
an existing document template, and then type the URL for the template that you want to use. If
the document template is stored on your local computer, click Upload a new document
template, and then click Browse. In the Choose File dialog box, locate the file that you want to
use, select it, and then click Open.

7. Inthe Update Sites and Lists section, under ‘Update all content types inheriting from this type?’,
click Yes if you want to update all content types that inherit from this content type with the
document template.

8. Click OK.

3.11 Configure a content type to always display the Document Information Panel

The Document Information Panel is available for Word, Excel, and PowerPoint in Microsoft Office 2010
and in later versions. The Document Information Panel displays a form on documents of these types,
and users can view or change metadata information in the panel. If the document is saved to
Fermipoint, they save the information directly from the Office program they use to edit the document.

—— R — o m =
Wome | Min  Pgelwou  Reewnces  Maings  Reiew  View Deloper  Avooat @

P & o . - P M Fina
B < CobbnfBody -1 - AN A | %) E-E-T EE NN | aaenconc] assbcee AaBbC AaBbee AQDB 4asice. somnceo, aosbeeor assbeen A & e
BZU-dxx| A YW-A-[EEBE {5 B | thomsl |thosesi. Hessingt Hessing2  Twe Sublile  SublieEm.. Emphasis intenseE.. | Change

To configure settings for the Document Information Panel for a content type:

1. Navigate to the site for which you want to change a site content type.
2. Select the Options button (gear icon) and then select Site Settings.
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3. Under Web Designer Galleries area, choose Site content types.
4. Click the name of the site content type that you want to change.

NOTE: If names of the content type that appear are not hyperlinks, then it means that this site
inherits its site content types from another site. The site content type must be updated on that site.

5. Under Settings, click Document Information Panel settings.
In the Document Information Panel Template section, do one of the following:

6. To use a default template that displays the properties (columns) that were defined for the
content type, click Use the default template for Microsoft Office applications.

7. To use an existing custom template, click Use existing custom template (URL, UNC, or URN),
and then type the path of the location of the template.

8. To upload an existing custom template (XSN), click Upload an existing custom template (XSN)
to use, and then click Browse to locate the template that you want to use.

9. To create a custom panel in InfoPath, click Create a new custom template.

NOTE: If you select this option, InfoPath starts and displays the default template, which you can
customize to create a custom panel.

10. In the Show Always section, specify whether you want this Document Information Panel to
display automatically when documents of this content type are first opened or saved.
11. Click OK.

4.0 Managing Site Navigation
Please see the following article for an up-to-date overview of managed navigation in SharePoint 2013:
http://technet.microsoft.com/en-us/library/dn194311.aspx

4.1 Top Link Bar

The Top link bar control displays links to the sites that are one level below the current site in a site
hierarchy. It is common for the top link bar to appear at the top of each page in a site. By default, each
site has its own unique top navigation. Site owners can customize the top navigation for a specific site.

Top Level Site subsite
E:' subsite

Owners can choose to inherit the top navigation from the parent site. This approach allows users to
switch from one site to another, by allowing the top navigation to stay the same in all the sites (parent
site plus any subsites).

Other top navigation configuration features include the following:

e Linking to the web pages of all the top-level sites
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e Linking to specified external sites

e Linking to specified sites or pages that are anywhere in the site

e Organizing links under headings

e Manually sorting the items on the top link bar

e Restricting the maximum number of items to show at the global navigation-level only

All top link bar features, such as linking to external sites, can be defined uniquely for each site.
If you are on a top level site, you can add, move or rearrange the links.
To update the top link bar from the top link bar:

1. Click EDIT LINKS from the top link bar.

Kim's Test Page Computing Jim Simone Test 1 MNew Project site # EDIT LINKS

1. To move links, drag and drop them into the order you wish.
2. To delete links, click the “X” icon next to each link you want to remove.

.............................

3. Toadd alink, click the @lmk icon. An “Add a link’ dialogue box will open, enter the text to
display and the URL for the link and click OK to add your new link.

Update the top link bar from Site Settings

1. Click the gearicon in the upper-right corner and then click Site Settings.

From the Look and Feel area, select Navigation.

3. From the Navigation Settings page that appears, navigate to the “Structural Navigation: Editing and
Sorting” area of the form and make your updates.

~

structural Mavigation: Editing and sorting

Use this section to reorder and maodify the navigation IMove IMove 7 Add Add
7 . b ¢ ' S Edit. X Dalate L &

items under this site. You can create, delete and edit Up Dawn Heading... Link...

navigation links and headings. ¥ou can also move

navigation items under headings and choose to display 4 Glabal Mavigation

ar hide pages and subsites, [ Current Mavigation

Home

Documents

Recent

B Tasks

% Decisions

i Agenda items

&, calendar

Site Contents

Selected Item

Title: Agenda items

URL: /555/Lists/Agenda items/Allltems. aspx
Deseription:

Type: & Link

4. Click OK to save your changes.
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4.2 Quick Launch

e s Quick launch typically highlights the important content in the current site, such as
lists and libraries. It appears on the left side of each page in a site.

E> Quick launch configuration features include the following:

e Linking to sites that are on the same level of the site hierarchy as the
current site

Home
e Linking to specific external sites or to pages in the current site
Documents .. . .
e Organizing links under headings
e Eontons e Manually sorting items in the Quick Launch
- e Restricting the maximum number of items to show at the navigation level
# EDIT LINKS

To update the Quick Launch from the Quick Launch:

=

Click EDIT LINKS from the left navigation (Quick Launch menu).
To move links, drag and drop them into the order you wish.
3. To delete links, click the “X” icon next to each link you want to remove.

™~

.............................

4. To add a link, click the ®Imk icon. An “Add a link’ dialogue box will open, enter the text to
display and the URL for the link and click OK to add your new link.
Add a link %
Text to display
‘ Computing |
Address
| http://www.computing.fnal.gov |
Try link
0K ‘ | Cancel l

To update the Quick Launch from Site Settings:

1. Click the gearicon in the upper-right corner and then click Site Settings.

From the Look and Feel area, select Quick Launch.

3. You can change the order of the Quick Launch menu by clicking the Change Order link from
the top menu. You will then see a view of the list enabling you to numerically order it. Click
OK to save your changes.

™~
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Quick Launch » Change Order o

Home
EB Documents

3[=] Recent

[1[=] Taskhist
[2[=] tim TestBlog
[3[=] Testdiscussion

[4[=] Subsites
Jim Simone Test L
EE Site Contents

4. You can add a new heading by clicking New Heading from the top menu. In the New Heading

page that appears, add a description and URL for your new heading and click OK to save your
changes.

Quick Launch » New Heading

Type the Web address:

Type the description:

5. To add a new link, click New Navigation Link from the top menu. In the New Navigation Link
page, add a description, URL and from the Heading dropdown menu select under which heading
you would like the link to appear i.e. Home, Documents, Recent etc. Click OK to save your
changes.

Quick Launch » Ilew Ilavigation Link

Site Contents oK Cancel

To enable or disable the Quick Launch:

1. Click the gear icon in the upper-right corner and then click Site Settings.
2. Inthe Look and Feel area, click Tree view, and then select the Enable Quick Launch check

Site Settings » Tree view

Enable Quick Launch

Specify whether the Quick Launch should be displayed to aid navigation. The Quick Enable Quick Launch
Launch displays site content in a logical manner

Enable Tree View

Specify whether a tree view shauld be displayed to aid navigation, The tree view displays Enable Tree View
site content in a physical manner
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Just as you customize top navigation, you can also customize the appearance and functionality of

vertical navigation by using Design Manager in SharePoint Server 2013 only.

4.3 Tree View

Tree view appears on the left side of the page. If you have enabled Quick launch and
Tree view, Tree view will appear below Quick launch. Tree view displays site content,

such as lists, libraries, and sites that are in the current site, in a hierarchical structure.

By default, tree view navigation is turned off.

To enable tree view:

1. Select the gear icon and choose Site Settings.
2. Inthe Look and Feel area, click Tree view.
3. Select the Enable Tree View check box.

Site Settings » Tree view

Enable Quick Launch

Specify whather the Quick Launch should be displayed to aid navigation. The Quick Enable Quick Launch
Launch displays site content in a logical manner.

Enable Tree View

Specify whether a tree view shauld be displayed to aid navigation, The tree view displays @' Enable Tree View
site content in a physical manner
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